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STANDARD FORM N<Approved For Release 2002/05/01 : QIA-RPP78-03568A000600030017-4 

Office Memorandum • united states government 

TO : Chief, Classification and Wage DATE: ^2 July 1953 

Division 

from : Director of Training 


SUBJECT: Keouest for T/0 Change - Establishment 
of Area Records Officer no sit ion. 


1. In keeping with the Agency policy that every component 
is to provide for an internal Record Management Program to be 
developed and implemented by an Area Records Officer, it is 
requested that a GS-11 position be established in the Adminis- 
trative Branch of the Support Staff to handle this function. 

Vie believe that the "Area Records Officer" should be directly 
responsible to the Chief, Administrative Services Branch, Support 
Staff, and that the position should be located, there organiza- 
tionally. 

2. We request that a position be transferred from, the 
Interim Training Branch, Basic Training Division, Training, 

Special to the Support Staff to provide for the establishment 

of this Area Records position. This surplus position is number 13 643, 
GS-11, Training Instructor and can be transferred immediately. 


25X1 A 


MATTHEW BAIRD 
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Office Memor Uflduw • united states government 


Ghief, Classification and. Wage Division DATE: ^7 July 1953 


FROM : Director of Training 

SUBJECT: Request for T/0 Change - 

fa navevent Training Division 

‘-^ e ^ ra i n ^ r,f '" load being carried by the Clerical 
Training Branch, tf&n&oeirent Training Division, has been 
increasing recently and is expected "to continue along those 
lines in ihe near future . vJith the present staff } there is 
little opportunity for the further intelligence training of 
its members and serious Problems are created by the absence 
of any one of them, for illness, emergency, or leave. Based 
upon this plus a careful consideration of the staff needs 
we reouest. that an additional position, IS- 7, Training Officer 
Clerical field, be aoproved and set up in the Clerical Training 
uranch, Iianagement Training Division, Office of Training (General). 

7* -^^er a sur ?ev of the needs of TkS, w e recommend that 

a position be transferred from the Interim Training Branch 
Basic Training Division, Training (Special), to the Clerical 
Training Branch to accomodate the above remiest. The Position 
is number U 646, Clerk-Stenographer, GS-4, Interim Training 
branch . 0 


25X1A 


DATTHOw BAIRD 
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